Muswellbrook Seniors Computer Club

Tutor Manual

This manual is aimed at helping you become a cltdrt It has some suggestions and
‘tricks of the trade’ to help you in that task peusandy checklist of the skills you
have or might need some help with. But first Istart by answering some questions.

Q. What is a ‘tutor’?

A. A tutor helps other members become comfortablegia computer to do the
things they want to do. You don’t have to teaebiure, make up lesson plans or any
of those things. In fact half the time is spest fialking to trainees and finding out
what their problems are. Then it's finding whasgible solutions they might try.

Q. Why become a tutor?

A. The Muswellbrook Seniors Computer Club, likeamputer clubs, is a self-help
organization. Again, like other computer clubs,ave constantly in need of members
to have a go at tutoring.

Q. But why me?

A. There comes a point where a member has gairaeybrskills to be able to help
other members. The existing tutors feel you haaehed or exceeded that point. It's
a subjective judgment and the existing tutors asegs keen to make sure you
succeed and find it rewarding.

Q. What's in it for me?

A. You will be quickly amazed at how much skill akiowledge you pick up simply
by helping someone else. All tutors, even the mgperienced nerdy ones always
pick up something new at every tutoring sessioou #lso get recognition from other
members that you're having a go, plus the warmrigi@av that a volunteer gets from
simply helping others.

Q. Will I be required to ‘fly solo’?

A. No. There will always be one of the more exgecied tutors with you, until such
time as you feel you can go solo.

Q. How often will I have to tutor?

A. It's up to you. Itis good if you can allocaevhole day, but just a single session
of tutoring is very helpful. The pay you get importional to the time tutoring!
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Q. Does a tutor have to be an expert?

A. Having a good subject knowledge obviously helmsyever tutoring, like teaching,
is much much more than knowledge, tutoring is about

- empathy for the trainee

- getting to the core of the trainees problem and thmeling a suitable solution.
(This manual explains some basic troubleshootiogrigues and there is
always the other tutor(s) to call on.)

- explaining and/or demonstrating the solution inaythe trainee can
understand. Then getting the trainee to do it.

Q. If I get asked a question and | don’t know the aswer then what?

A. Say so. Often a logical approach of definingphablem, locating the offending
‘object’ and then right clicking on it will give gable menu commands. Plus, don’t
forget ‘googling’ - it's almost guaranteed that etk out there in the big wide world of
the internet have had similar issues. As mentiptiesl manual has a table of
suggestions for the more common issues.

Q. If I'm a tutor, can | also go to the usual lessas?
A. You sure can. Learning a computer is neverrandi
Q. I'm not sure | know enough to be a tutor.

A. Try our self-check quiz on the last pages of thianual. Don’t panic if you can’t
tick everything. It's a great starting point f& to fill in the gaps. (Plus this author
may well have stuffed up the question!!)

Q. So how should | approach being a tutor?
A. | thought you'd never ask! Here are some tips:

* Be confident but not overly so. Never start widgative openings like ‘I
don’t know why I’'m a tutor’ or ‘I'm not very goodtahis’ as this puts the
trainee into a negative ‘what am | wasting my tifme mode.

* Keep an eye out for physical disabilities. Know htovdo things like change
the mouse double click speed, mouse speed, bwtiap, €ursor size. (see
ASCCA Train the Trainer manual, pages 3-7, alsoABECA Accessibility
manual).

e Admit when you don’t know, and then what you praptsdo about it. — eg
seek help from another tutor, even ask other stadervestigate and get back
to them etc. Make sure to follow through. Nevgrtd BS your way out of it
or promise something you can’t or don’t intend &divcer.

» Listen, listen listen. Ask gentle questions tcagl€lues as to the problem —
What operating system? What program? What weredbing at the time?
What do they want to do? Do explain why you needsk these questions.
Never demand answers or make the trainee feeldailtasking.

Then, when you ‘think’ you understand the probleephrase the problem
back to the trainee ‘As | understand it, the proble..” Rephrasing the
question back clears up communication issues, giwegime to think of an
approach and avoids the old problem of the rigbtnam to the wrong question
which can quite often confuse things more.
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* Re-read the last paragraph!! Particularly the first three words.

* Encourage tries and exploration. Always rememibatr & first time ‘whoops’
is a learning opportunity, only when it's repeata@r and over is it a mistake.

* Never belittle. The computer, Windows, Internetistintimidating enough.
All learning and help should be in a positive anfbgable environment.

* Encourage trainees to use first principles, andrtés them yourself. On the
next page are 10 tips for new computer users. eltvlstake a new user a
while to learn but they are a very useful goal talgeDI1Y fixes.

* Do get conversant with Windows Explorer and theeSavSave As
requestors. The file system structure and nawigas a skill that many
seniors struggle with and really need to get cotafde with.

* Do use the internet to find solutior@)d show the trainee how you did it.
Even better, get them to look it up. There areesexamples shown further
on about googling plus all the tips from the Goduybp system.

* Do encourage trainees to write down steps, paaitgulogon names and
passwords. It's much better that they write tleg@stn their words. Stress
that they should NEVER write down any passwordatigg to financial or
personal details, and they should NEVER divulgertie you or others.

* Wherever possible, avoid using the mouse or keybgaurself. It's better
that the trainee uses them even though it maylbeséower.

* More often than not there will be occasions when go need to takeover and
use the mouse / keyboard to find out how to do sleimg yourself. If you do
takeover then explain why you’re doing it. Once’'ye found out how to do
what’s required then explain step by step and, dflgpossible, get the trainee
to repeat the action themselves.

* Beginners are finding the NEC courses on the ieteaire very good. You can
do these yourself at the training room, or at hottis.very worthwhile so that
you're conversant with using them, plus you miglekup something from
them. Simply go tevww.necseniors.net.au/tutor/index.htamd log on. If
you need to create a free account, then click titeob at the top of the page.

* Break explanations into simple distinct steps witfbgical flow. Use positive
type ‘do’ statements. Encourage them to write dtvensteps. Once they are
happy using the steps to solve their immediatelpropand so long as it
doesn’t confuse them, also indicate where elsestbteps might be used.

» Do browse the clubs webpage relating to trainindjtaaining exercises.
Some of these can be of use when tutoring.

* Do check out the ASCCA training manuals. Theyfallg available at the
training room to copy to a USB stick and then taryloome PC.

* Do get a copy of the NEC Seniors Tutors Manual®hi& 2. There are
separate manuals for new trainees.

* Finally, keep a good sense of humour. Seniorgitrgishould be fun for both
you and them, never stressful. And for the tutits-a poor session when the
tutor doesn’t learn something new.
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Ten Tips for a new user

1.

Right Click Menu — using the middle finger. The trick is to recognize which
‘object’ to right click on to get the appropriateernu. Objects are often
‘contained’ or ‘sit’ on other objects — eg icon etljs are on the desktop object;
file objects are inside folder objects.

The Mouse Cursor — watch its shapelt can change quickly so watch its shape
when you click or drag with it. The shape givesahiable clue as to what is
happening, or about to happe&:—> arrows, a small ‘+’ all have their story. Also
the Shift and Ctrl keys.

Control Panel — don’t be afraid to tweak it. Don’t put up with a recalcitrant
mouse, an oversensitive keyboard repeat ratefiaullito see pointer or annoying
screen saver etc. The settings are yours to pldy w

Cut, Copy, Paste and Undo — practice usingThey are one of the best features
of Windows. Use the right click menu, or even &etmaster the shortcut key
commands for them. Keep forgetting them? Put a-postte on your monitor

until you remember the shortcut keys. It won'tadéng. Practice using them
everywhere.

The ‘My..." folders — YOU have to organize them. These are folders especially
for your use. You need to decide on a folder stmecand create it. Just like
organizing the furniture in your house to suit yauy of living. And, just like
furniture, when you have organized suitable folgerd sub folders, don’t be
afraid to alter it!

Windows Explorer — the tool for organizing your stuf. Get comfortable with
using it. Create a Sandpit folder, add sub foldeus copies of files in there,
create a Sandpit 2 folder, move files and foldersye them between sandpits,
copy them, rename them, and delete them. Anyttumgaster Windows Explorer
and its commands.

Multiple Selection — useful in many places.Try it with desktop icons, with files
and folders, on a web page, in a word documera, Spreadsheet. Drag over,
Shift Click and Control Click are the three metho@sactice them all.

Multiple Windows — let your mouse do the walking You can drag objects
between windows. Size and arrange the windowsitg/surself or RC the
Taskbar to tile them.

WordPad — it has all the important basics. Practice, practice, practice! Try all
the menus and toolbars and ruler settings. Oncegggbaonversant with them then
writing emails or using big brother Word will bébeeeze.

10.When you're in a hole — stop digging.Stop and have a coffee and DONY EVER GIVis UP

11.Don’t ever give up - it's just a dumb machine and G. Don't let it
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work out what you’ve possibly done. Will Undo w8rkCan you go
back to an earlier Save? Is a phone call bettdv?ays remember that
the first time you stuff up is a ‘learning opporiyh A mistake is
when you repeat the action, having failed to |deom it.

bluff you. The creators just happened to be ondowed with logic
genes; however you don’t have to be a nerd totuse what you
want to do. Tutors and other members are thehelm
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Suggestions for typical problems

Trainees Problem

Suggested Solutions

Mouse — Difficulty
Double Clicking

Control panel, mouse, buttons tab, adjust the a@oubl
click speed

For trainees with very low finger mobility, conside
sticky keys: Control panel, Accessibility, keybo&ath.
(Or simply push the Shift key 5 times!!)

Mouse - Seeing the
cursor

Control panel, mouse, pointers tab, scheme dromdow
box, select Magnified scheme.

Control panel, accessibility, Display tab to altedth
and blink of the text cursor.

Mouse - Controlling the
mouse

Ensure they are holding the mouse correctly andewa
they can lift and reposition it.

Control panel, mouse, pointer options tab, motion
settings.

Practice using links on the clubs training page,
exercises page.

Teach them how to play Solitaire or FreeCell

Mouse — unsure which
button to click

Stress that:

any reference to clicking, double clicking, selegti
dragging is ALWAYS the left mouse button.

The right mouse button opens a menu of commands
‘relevant to what object was right clicked on

The wheel can usually be clicked too. This turns
on/off ‘auto scroll’. Also very useful for openiray
link in a new tab in an Internet Browser.

Files — Losing them;
unable to find them

Explain the three components of the file structure:

o Drives are the physical storage device.

o Foldersare ‘containers’. They reside on
‘drives’. They can contain any mix of (sub)
folders and files.

o Filesare documents, pictures, programs etc.
They can reside on a drive (undesirable) or i
folder or sub folder.

Explain how to use Windows Explorer, the folders
button, the views button, the ‘crumb trail’ buttons
Explain the special folders of ‘My Documents’, ‘My
Pictures’ etc. These are for users to store filas
they create. Only THEY can decide how to arrange
them.

Explain the parts of the ‘Open’ and ‘Save As’ d@lo
boxes. In particular the ‘Where’ and ‘File Name’
parts.

Get them to create some new folders, rename them,
create some sub folders, put files in them etc.

=)

Windows — difficulty
resizing, moving or
minimizing

explain how Windows can have many windows open
and that each one will have a matching button en th
taskbar.

Demo that these windows can be over/under other
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windows.

Explain that a ‘minimized’ window will only have a
button on the taskbar. The program will still be
loaded.

Explain that there is only ever one ‘active’ window
that it will be on top of others, and that its loattwill
be depressed on the taskbar.

Text - editing -

Do the NEC tutorials

Use WordPad to explain the basics of word procgss

MS Word can be too daunting for the new starter
Explain that the ‘text cursor’ is separate to th®tise

cursor’. They can use the mouse cursor, or kegboar

commands to reposition the text cursor.

Text — knowing the -

Do the NEC tutorials

basic keys - Check the clubs training page
- Explain the action of the ‘modifier’ keys (Caps koc
Shift, Ctrl, Alt and Windows keys)
Text - typing - Get them to type up any steps they have to do'T&g

make a word bold, highlight the word and then click
the ‘B’ button on the toolbar.” This not only réances
what steps they need to learn but it gives them
keyboard practice. Be patient as they are apgto b
painfully slow at it.

An easy way to get some quick practice or demo text

in MS Word is to typesrand(4,5) without any spaces
and then push the Enter key ( | know, | know, tsai
use WordPad above)

Emails — basic concepts

Have them do the NEC Training modules

Explain that Gmail, Hotmail or their ISP’s webmail
can be accessed from any internet connected PC.
Explain that emails received with ‘client’ programs
such as Outlook Express, Incredimail etc can only k
processed at one computer. This is usually their P

Emails — webmail

If they haven’t got one, help the trainee sign apaf
free Gmail, Hotmail or Yahoo mail account.

Emails — creating, -
sending and receiving

explain the basic fields in an email and their Usgs
To, CC, Subject and Body)

Get them to move to another field using the Tabdwe
Shift + Tab or clicking the mouse on the field.

Log onto an adjacent PC and send some emails to
trainee so they can see what happens. Get them tg
reply, also create a new email and send to you
Send them an attachment, get them to open it. Get
them to send you an attachment.
Explain how forwarding an email simply creates &n
email and appends the contents of the old emaithw
you can then edit.

Get them to add you as a contact. And then sead y
an email by selecting you from contacts.

n

the
)

-

o

Internet — basic concepts

-to access the internet you use a ‘browser’ (akd® ‘we
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browser’) such as Internet Explorer or Mozilla Fave
The internet is like a VAST store of data (encyeldia
if you will). This data is stored on ‘pages’ (akaeb
pages’).

A collection of ‘pages’ is called a ‘site’ (aka “we
site’)

To find the ‘pages’ that have the information yeels,
you look up an ‘index’ — just like you would in ast
library or encyclopedia.

Google or Bing or Yahoo, to name a few, build and
maintain these so called indexes. Their officiaheas
‘search engine’

Using a ‘browser’, you type into one of these ‘shar
engines’ words that you want information about.e Th
‘search engine’ then gives a list of ‘links’ (aka
‘hyperlinks’) to all possible ‘pages’ containingath
information.

You then click the required ‘link’ to open that gpel
of the ‘site’.

A link maybe text, a picture or a button, howeves t
clue is the hand shape of the mouse pointer.

Internet — finding stuff

explain the basics of ‘Googling’. More detail hret
following pages.

Explain / demo that there are other ‘search engines
aka ‘search providers’ — eg Bing, Yahoo, Answers,
Jeeves

That all these are all simply vast ‘indexes’ to gagf
information on the internet

Point out the paid adverts on the search pages (in
Google they are called ‘sponsored links). Thisas
the ‘search engine’ providers make their profit.
Demo 2 sites that explain how to do stuff:

o Wikihow:
www.wikihow.com/Category:Computers-and
Electronics

o eHow:www.ehow.com/computers/

Web Browsers

Show how to save a favourite or bookmark. Show
how useful it is to return to a site.

Demo the back and forward ‘crumb trail’ buttons.
Demo ‘tabbed’ browsing (click a link with the mouse
wheel)
Demo zooming in and out on a web page (Ctrl + rol|
the mouse wheel)

MSCC Tutor Manual V1.0
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Googling for a solution.

This section gives some tips about ‘Googling’ foraamswer to a typical computer
problem: Three actual events where this authandadoogle handy are below. Note
they exact text | entered in the search box is shiogide [ ] brackets:

1. One member wanted to crop a photo so that it fittiexh oval shape in
Microsoft Publisher. It very quickly became apparhat | didn’t know the
answer. However a quick Google search using thresMopublisher picture
oval ] listed the answer straight away. (Notepuld also have typed in [ how
do | put a picture in an oval frame in publishanp it will list the answer too)

2. Another member had a bizarre effect. They couldaguicture or colour into
a shape in Publisher but it wouldn’t show on theer. Yet it would show
when printed or in Print Preview. Very odd. Ag#ie answer was found on
the internet but it took quite some digging. Tharsh words that finally
found the answer were [ms publisher fill colourlgem ]

3. Another was how to create a CD or DVD of pictumesrf within Picasa. This
was easily found by googling for [picasa create Hvd

A suggested general approach when googling fohudiso is:

* Be specific about what program is involved — e@gé&; publisher, word,
excel. (With Microsoft products its sometimes adadea to enter it as MS
publisher or MS Word etc)

* What one word action you are trying to do — egtexeidl, draw, burn,

* What one word ‘object’ you are dealing with — eg,@/D, shape, text, file

« Ifit's an error message you're trying to find @lttout then enter exactly a
small amount of the error message. Even encl@setivords within quotes.

* Keep it simple. Remember less words = the mordtsesu

* Do skim through the first 1-2 pages of resultssgéi anything looks like
what you are after. Sometimes the answer willthibeatop of the results but
more often somewhere on the first couple of pages.

» Do read the Google help pages later in this manual.

It's also worth remembering that there are cerséties devoted to how to do things.
Two are wikihow and ehow and both of these havechesystems for just that site.
Just go to the site and type in their search other possible resources are Gizmos
site, YouTube, about.com to name a few.

Google search basics

NOTE: This section on Google searches has mostly been copied direct from the

Google Help pages. Search is simple: just type whatever comes talnmrihe search
box, hitEnter or click theSearchbutton, and Google will search the web for content
that's relevant to your search.

Most of the time, you'll find exactly what you'i@oking for with just a basic query
(the word or phrase you search for). However, tilewing tips can help you make
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the most of your searches. As mentioned aboveudima@ut the article, we'll use
square brackets [ ] to signal a search queryosack and white ] is one query, while [
black ] and [ white ] are two separate queries.

Some basic facts

« Every word matters. Generally, all the words yotiipuhe query will be used.

« Search is always case insensitive. A search fex] york times ] is the same
as a search for [ New York Times |.

« Generally, punctuation is ignored, including @#$%()&+[]\ and other
special characters. (To make sure that your Gassgeches return the most
relevant results, there are some exceptions toutee above on page 11.)

Tips for better searches

+ Keep it simple.If you're looking for a particular company, justter its name,
or as much of its name as you can recall. If ydoo&ing for a particular
concept, place, or product, start with its namegoli're looking for a pizza
restaurant, just enter pizza and the name of yaown or your zip code. Most
queries do not require advanced operators or uhagntx. Simple is good.

« Think how the page you are looking for will be writen. A search engine is
not a human, it is a program that matches the wgrdgive to pages on the
web.Use the words that are most likely to appear on thpage.For
example, instead of saying [ my head hurts ], daggdache ], because that's
the term a medical page will use. The query [ imidountry are bats
considered an omen of good luck? ] is very clear person, but the document
that gives the answer may not have those wordgeddsuse the query [ bats
are considered good luck in ] or even just [ baisdgluck ], because that is
probably what the right page will say.

« Describe what you need with as few terms as possbThe goal of each
word in a query is to focus it further. Since atinds are used, each additional
word limits the results. If you limit too much, yeull miss a lot of useful
information. The main advantage to starting witlvde keywords is that, if
you don't get what you need, the results will fkgive you a good indication
of what additional words are needed to refine yesults on the next search.
For example, [ weather cancun ] is a simple wdynbthe weather and it is
likely to give better results than the longer [ Wea report for cancun mexico
]

+ Choose descriptive wordsThe more unique the word is the more likely you
are to get relevant results. Words that are not gtescriptive, like ‘document,’
'website,' ‘company,’ or 'info," are usually natahed. Keep in mind, however,
that even if the word has the correct meaningtastnot the one most people
use, it may not match the pages you need. For deafngelebrity ringtones |
is more descriptive and specific than [ celebrayrsds ].

Google search — a bit more advanced
The basic search help steps above covers all tisé commmon issues, but sometimes

you need a little bit more power. Below highlightte more advanced features of
Google Web Search. Have in mind though that eveypadvanced searchers, such as

MSCC Tutor Manual V1.0 KH, 4/7/2010 Page 9 of 13



Muswellbrook Seniors Computer Club Tutor Manual

the members of the search group at Google, use thatures less than 5% of the
time. Basic simple search is often enough. As abyexe use square brackets [ ] to
denote queries, so [ to be or not to be ] is amg@ of a query; [ to be ] or [ not to be
] are two examples of queries.

« Phrase search (")
By putting double quotes around a set of words, areutelling Google to
consider the exact words in that exact order witlamy change. Google
already uses the order and the fact that the wameltogether as a very strong
signal and will stray from it only for a good reasso quotes are usually
unnecessary. By insisting on phrase search youtrbggmissing good results
accidentally. For example, a search for [ "Alexarigiell" ] (with quotes) will
miss the pages that refer to Alexan@eBell.

+ Search within a specific website (site:)
Google allows you to specify that your search itssmust come from a given
website. For example, the query [ iraq site:nytiro@s | will return pages
about Iraq but only from nytimes.com. The simpleeges [ irag nytimes.com
] or [ iraq New York Times ] will usually be jussaood, though they might
return results from other sites that mention thevNerk Times. You can also
specify a whole class of sites, for example [ séq:.gov ] will return results
only from a .gov domain and [ iraq site:.iq ] widiturn results only from Iraqi
sites.

« Terms you want to exclude (-)
Attaching a minus sign immediately before a wowigates that you do not
want pages that contain this word to appear in yesults. The minus sign
should appear immediately before the word and shibelpreceded with a
space. For example, in the query [ anti-virus safen], the minus sign is used
as a hyphen and will not be interpreted as an siatusymbol; whereas the
query [ anti-virus -software ] will search for thwrds "anti-virus' but exclude
references to software. You can exclude as mangswvas you want by using
the- sign in front of all of them, for example [ jaguaars -football -os ]. The
- sign can be used to exclude more than just wémmisexample, place a
hyphen before the 'site:" operator (without a sparexclude a specific site
from your search results.

« Fill'in the blanks (*)
The*, or wildcard, is a little-known feature that caam\ery powerful. If you
include* within a query, it tells Google to try to treatethtar as a placeholder
for any unknown term(s) and then find the best medcFor example, the
search [ Google * ] will give you results about mari Google's products (go
to next page and next page -- we have many prodddte query [ Obama
voted * on the * bill ] will give you stories abodifferent votes on different
bills. Note that the * operator works only on whalerds, not parts of words.

« Search exactly as is (+)
Google employs synonyms automatically, so thahdd pages that mention,
for example, childcare for the query [ child cafgvith a space), or California
history for the query [ ca history ]. But sometin@@sogle helps out a little too
much and gives you a synonym when you don't regiyt it. By attaching &
immediately before a word (remember, don't addaaes@fter the +), you are
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telling Google to match that word precisely as yyped it. Putting double
quotes around a single word will do the same thing.

+ The OR operator
Google's default behavior is to consider all thedsan a search. If you want
to specifically alloweither one of several words, you can use the OR operator
(note that you have to type 'OR' in ALL CAPS). Eegample, [ San Francisco
Giants 2004 OR 2005 ] will give you results abather one of these years,
whereas [ San Francisco Giants 2004 2005 ] (withmOR) will show pages
that include both years on the same page. The dyjobo be substituted for
OR. (The AND operator, by the way, is the defagdtjt is not needed.)

Exceptions

Search is rarely absolute. Search engines useeayaf techniques to imitate how
people think and to approximate their behavioraAesult, most rules have
exceptions. For example, the query [ for betteioomworse ] will not be interpreted

by Google as an OR query, but as a phrase thahesgc(very popular) comic strip.
Google will show calculator results for the queBA[* 87 ] rather than use the 'Fill in
the blanks' operator. Both cases follow the obviatent of the query. Here is a list of
exceptions to some of the rules and guidelines:

Exceptions to 'Every word matters'

« Words that are commonly used, like 'the," 'a,"‘ford are usually ignored
(these are called stop words). But there are exesptions to this exception.
The search [ the who ] likely refers to the bamg; query [ who ] probably
refers to the World Health Organization -- Googi# mot ignore the word
'the' in the first query.

+  Synonyms might replace some words in your origgquadry. (Addingt before
a word disables synonyms.)

« A particular word might not appear on a page inryesults if there is
sufficient other evidence that the page is relevang evidence might come
from language analysis that Google has done or radrer sources. For
example, the query [ overhead view of the bellgogiol ] will give you nice
overhead pictures from pages that do not includevbrd ‘overhead.’

Punctuation that is not ignored

« Punctuation in popular terms that have particulaanings, like [ C++ ] or [
C# ] (both are names of programming languagesna@irenored.

« The dollar sign ($) is used to indicate priceskpn 400 ] and [ nikon $400 ]
will give different results.

« The hyphen is sometimes used as a signal that the two wonisd it are
very strongly connected. (Unless there is no spftee the - and a space
before it, in which case it is a negative sign.)

« The underscore symbolis not ignored when it connects two words, e.g. [
quick_sort ].
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Checking your basic skills

This is a brief checklist of skills that a budditagor might have. Do the checklist
without panicking. If there is anything that's iaiazy or you don’t feel confident

about then see one of the more experienced tutors.

WINDOWS
[ ] Minimize, maximize, resize and move a window

[ ] Explain what these different mouse cursor skapean
[ ] Locate and open a program from the Start menu

[ ] Create or put a shortcut on the desktop

[ ] Recognise the difference between a shortcuteaieal’ file

[ ] Change the desktop background using the rititit cnenu

[ ] Turn the screensaver on/off and adjust its tonether settings.
[ ] Adjust the mouse speed, double click speedyteoishape etc
[ ] Open Windows Explorer. Show / hide the Foldiew

[ ] Change the View in Windows Explorer. Sort fiies.

[ ] Create a new folder in ‘My Documents’. Add sesub folders.

[ ] Move files from one folder to another

N @R I
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[ ] Copy files to/from a USB memory stick to the Ndhpcuments area on the PC

[ ] Safely remove a memory stick from the PC

INTERNET

[ ] Google for instructions on how to change thsldep background
[ ] Locate the webmail link on the Tadaust, Bigp@mtl Ozemail sites

[ ] Open a website from a favourite or bookmark
[ ] Save a site as a favourite or bookmark
[ ] Be able to change the home page

[ ] Explain what the back and forward buttons daibrowser
[ ] Be able to open a new tab in Internet Expla@ned/or Firefox
[ ] Open an existing link in a new tab in Interiedplorer and/or Firefox

[ ] Be able to use the NEC Seniors training system

EMAIL

[ ] Be able to log a trainee onto their hotmaibanail account

[ ] Guide a user in using their ISP’s webmail syste
[ ] Explain when webmail would be useful

[ ] Create and send an email using Outlook Expaeskor Incredimail
[ ] Send an email to yourself using webmail andient program

[ ] Add multiple recipients to an email
[ ] Add a contact in an email program

WORD PROCESSING:

[ ] Select or highlight text using the mouse

[ ] Select or highlight text using the keyboard
[ ] Colour text; using the text highlight pen

[ ] Bold, underline and italicize text

[ ] Left, right, centre and fully justify text

[ ] Change font and print size

[ ] Use bullets and auto-numbering

[ ] Save a file in a new folder
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[ ] Use the UNDO tool

[ ] Use and explain common keyboard controls sich a
CTRL+A; CTRL+Z;, CTRL+ X; CTRL +C; CTRL +V
CTRL +U; CTRL +I; CTRL + B; CTRL + Page up/down

Print one page of a multi page document

Save a file to removable media such as a USitnthdrive

Cut, copy and paste text and pictures

Copy text from a document or webpage and pastea document

Drag and drop text

Change page orientation from portrait to laragse

Add clip art to a document

Add a picture to a document

Add a text box that is independent of the otteaat on the page
Add text to headers and footers

Change tab and margin settings

Explain the 4 different kinds of tabs on théeru

Add text over the top of pictures

Crop pictures

[
[
[
[
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|
[] Use FIND and FIND/REPLACE
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SPREADSHEET

[ ] Create a simple formula to add the contentd oélls.

[ ] Format cells — eg so numbers show 2 decimaitgobr are shown as $
[ ] Fill down and across

[ ] Put a border around cells

[ ] Select multiple cells: by dragging over; by IGtiicking; by Shift clicking

PICASA

[ ] Crop a photo

[ ] Adjust lighting in a photo

[ ] Rotate a photo

[ ] Add a tag to several photos

[ ] Add photos to an album

[ ] Import photos from a camera or scanner
[ ] Move photos from one folder to another

LEGACY or FAMILY TREE MAKER

[] Add a new person

[ ] Add a spouse

[ ] Add marriage details for a couple

[ ] Add children of the couple

[ ] Locate an individual in the family tree
[ ] Add some facts about an individual
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Page 13 of 13



